
COACCC Login Process 

Created by Controller’s Office Personnel 



From the COACCC pledge page, click “recover” in the top right 
corner. 



Enter your City email address, then click the green 
button. 



An email will be sent to your City account. Click on the link provided in step 2 
of the Password Recovery e-mail (pictured below). Enter your login provided 
in step 1 of the Password Recovery e-mail. This will probably be your 
employee ID. 



Create an easy to remember password and key it into the two 
pink fields. Then click the green button. 



This is the message you will get, now click on 
“Click here to proceed”. 



Key in your login and new password, then 
click on green button to log in. 



Now you will see this screen, where you 
can select your department. 



Example for Controller’s Office Personnel 

This example shows an expanded view of 
Financial Services, click on your “division” 
if that applies. 



Review your profile; confirm your email, name etc., 
click green button “click here to complete your 
profile”.  



Profile complete message, click on “click here to proceed”. 



Now you can start pledging!  Select the type you want: You can 
choose payroll; 



one-time cash pledges; 



a one-time check pledge; 



Or one-time credit card pledges. 



Enter your employee ID# and phone 
number, then click on “go to next step”. 



Select whether you want to release your 
donor information to charities in the window 
below, then click on “go to next step”.   



Begin to make your selections below. If you click on the green 
plus sign next to the name of the Federation it will expand to 
show you all the charities under that Federation. 



When you click on an charity organization, you will find a small 
summary of what services they provide, phone & website link if you 
would like to learn more. If you want to select this charity for your 
pledge, click on the “add to pledge” button on the right side. You 
will repeat this process for each charity you want to add. 



When complete,  you can allocate an amount for each charity 
by keying in that amount in the blank box or you can use the 
green “distribute allocation.” button to divide the amount  
evenly to all the charities you selected. Click “go to next step”. 



Use your mouse or key in your name , 
then click “complete this pledge”. 



Click on the “Log out” button.   



Click on the “Click here to proceed” 
button. 



If you have any problems logging in please send an email to 
coaccc@earthshare-texas.org. 

mailto:coaccc@earthshare-texas.org


You can check out how your department’s pledging is growing by 
clicking the View Campaign Totals button on the COACCC 
website. 



This is what that looks like; expand on the green + button to 
see more detail. 
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